Supplemental |nformation for Requisitions $50,000 and Over

Please see attached instructions.

1. Isthe entire requisition for maintenance? []Yes []No
STOP if you answered Yesto the question above.

2. Please describe in layman' s terms exactly what is being purchased and its intended use.

3. Isthisrequisition for item(s) purchased on arecurring annua basis? [1Yes []No
4. Isthisrequistion for:
Lineltem# Lineltem#
[ ] New Hardware [ ] New Software
[ ] Hardware Upgrade [ ] Software Upgrade
[ ] Leased Hardware [ ] Leased Software
[ ] Services [ ] Other

5. If thisrequigition consists of alease, does asset ownership transfer to the agency at the end of the
lease? [JYes []No

6. Doesthis requisition replace another asset? []Yes []No
IMPORTANT: If yes, hasadisposal form for the old asset been completed?

[]Yes []No Bacode# Date Completed:

7. Doesthis requisition extend the life of an existing asset? [1Yes []No
If yes, by how long will this extend the life of the origind asst? #Years
If no, whet is the expected useful life of the item purchased? #Years

8. Isthisrequisition part of apartia order? []1Yes []No
If yes, please list related requisition # s.

9. Doesthis requisition consst of multiple items? []Yes []No
If yes, do the individud items operate independently or as a system?
[ ] Indgpendently [ ] System
If operating independently, does any one item cost $50,000 or more? []1Yes [ No
If operating independently, is this abulk purchase where the individua items cost $5,000 or more?

[J]Yes []No

Name: Phone Ext: Date: Req #:




Instructionsfor Preparing the Supplemental I nformation Request Form
Please contact your accountant if you have questions.

. Does the entire requdtion congst of mantenance only? If yes, the remaining questions do not need to
be answered. If no, is maintenance incdluded with other items in individud line items? Annotae as
needed.

. Due to the highly technicd nature of much of the equipment and software purchased by most
agencies requigitions must dso be written in a highly technical nature to ensure that agency is

getting exactly what is neededrequested.  After reviewing requisitions and the

accompanying Judification & Other Notes, many requistions can gill be difficult to interpret due to this
necessty of technicdity. By providing an ‘untechnicd’ explanation, the Accounting Services
Divison will get a more accurae picture of the intent of particular requistions and be

able to more readily determine the designation of asset or expense.  If more room is needed, fed

free to atach additional sheets. Also, please fed free to write in comments next to any question that

you fed would hep to daify that particular question or any pertinent information that may be
needed for proper determination.

. Does the agency purchase the same iterm/service on arecurring annual bass?
. What is being purchased on this requistion?
If alease involved, will ownership transfer to the agency a the end of the lease?

. Does the purchase replace an existing asset? What asset does it replace? It is very IMPORTANT
that a disposa form be completed for the old asset.

. Does the purchase extend the useful life of an exiding asst? Pease note how many years the
exiging asst’s life will be extended. If the purchase does not rdate to an exising asset, please note
the useful life of the new item.

. Arethere any requisitions that relate to this one? Please note them.

. Does the requigtion include multiple items? Do they opeae independently or as a
system? An example is a security system that contains cameras, monitors, and computer equipment
that can operate independently, but was purchased with the intention of being used as a security
system.



I nter preting the Supplemental | nformation Request Form

The interpretations found below are meant to be used as a guide and may not hold true in every
gtuatiion. Experience has shown that there is a certain amount of gray area between capitdization and
expense. Stuations fdling in this gray area will have to be reviewed more closdy. If you have
questions, please contact your accountant in the Accounts and Reports Branch for a determination.

Capitalization Criteria and Thresholds

$50,000 minimum individua item purchase or system purchase

$500,000 minimum bulk purchase with individua items costing $5,000 minimum

Esimated useful life of 2 years minimum

Must not be a recurring purchase on an annud bas's

Mus be a new assst or dgnificant improvement or enhancement to an exiding asset, not merely
maintenance, repair or restoration to origina condition of old asset.

» For aleaseto be capitaized, ownership must transfer to the agency at the end of the lease

Miscellaneous Guidéelines

If question # 1 is marked yes, then the requisition should be expensed.
If question # 3 is marked yes, then the requisition should be expensed.
If Question # 5 is marked yes, then the lease should be capitalized.

Quedtion # 7 is criticad in determining if the purchased asset has a life expectancy of greater than 2 years
or if it extends the life of an exising asset. Enhancements and life extensons would generdly be
capitaized.

Question # 8 is used to determine if there are other requisitions that relate to the asset and would therefore
add to the capitaized cost of the asst.

Question # 9 hdps answer the individud item or sysem versus bulk purchase question. If there are
multiple items functioning together as a system costing $50,000 or more, then the requisition should be
capitdized. For example, if there is a security system comprised of a camera, a monitor, and computer
equipment, these items could al work independently as a camera, etc. If the camera costs $20,000, the
monitor cogts $20,000, and the computer costs $20,000, none of these items would individualy be
capitdized. However, if they were purchased as a security system, the total cost of the security system
would be capitalized for $60,000. If the tota purchase had been $40,000, it would not be capitdized
since it wouldn't meet the minimum purchase threshold.

If there are multiple items functioning independently with one of the items cogting $50,000 or more,
then only the item costing $50,000 or more should be capitdized. For example, if there is a request
totding $75,000 that consists of $20,000 worth of PC's and $55,000 for a printer and al items on the
request function independently, then the PC's should be expensed and the printer should be capitdized.



I nter preting the Supplemental | nformation Request Form

If there are multiple items purchased in bulk which operate independently and cost $5,000 or more each,
then the requisition should be capitdized if it totas $500,000 or more. An example of this is PC's that are
normally purchased in large quantities. If the requisition totals $500,000 or more and each PC costs $5,000
or more, then the requisition should be cepitalized. However, as is often the case, the tota will exceed
$500,000 with individud items being less than $5,000. In this case, the requisition should be expensed.
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